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Introduction

The Counter Tobacco Store Audit Center is a comprehensive, paperless solution for
planning and conducting data collection campaigns in the retail environment. It integrates
team and campaign management, mobile data collection, the capture and storage of
photos, and data reporting into an easy to use, web-based system.

There are two roles in the Store Audit Center:

COORDINATOR

A. Sets up ateam
B. Enters or imports store information
C. Builds a customized audit form
D. Assigns stores to team members
E. Sends audit invites to team members
F. Manages audit data and
generates reports

TEAM @ e
MEMBERS

A. Receive store audit
invitation emails
B. Audit the assigned stores
either on paper or using an
Internet-enabled mobile
device
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Here are the six basic steps to using the Store Audit Center:

STEP 1: CREATE A TEAM

The coordinator gives their team a name and location, and then adds the names
and emails for the team members.

STEP 2: ADD STORES

The coordinator enters or imports names and addresses of stores to audit. Once
entered, stores are conveniently displayed on a Google map.

STEP 3: BUILD AN AUDIT FORM

The coordinator builds a customized audit form for the team to use in the field,
using premade modules focusing on a variety of aspects of the store
environment.

STEP 4: SET UP A CAMPAIGN

The coordinator creates a campaign, which brings together team members,
stores, and an audit form into a focused data collection effort. Team members
can be assigned specific stores to audit.

STEP 5: COLLECT DATA

The coordinator sends out an invitation email to team members, informing them
which stores they’ve been assigned to audit. A team member can then either
download a printable form or perform the audit on a mobile device. Team
members complete the audit form at each location and the data is automatically
saved by the system when the form is submitted. Photos may also be taken and
uploaded using the audit form.

STEP 6: GET A REPORT

Data from a particular campaign or from all audits done using a given audit form
can then be viewed or downloaded by the coordinator as graphical charts or a
spreadsheet.
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Getting Started

ABOUT LOGIN

USER ACCOUNT

Login

Username: *

Enter your Store Audit Center usemame.

Password: *

Request new password

Go to http://audit.countertobacco.org
and click Login to enter your assigned
username and password. On the Login
page, you’ll also see tabs that allow you to
request a new password if you’ve forgotten
your password or would like to change it.

navigate the site

Dashboard

The Dashboard is your
homepage. If you get
lost or confused, you

can always return to
your dashboard and
start again from there.
Your dashboard
provides statistics on
the number of
campaigns created and
audits performed by
your team as well as by
all Store Audit Center
users. It also offers
quick links to Common

Tasks such as adding a

team member or
selecting a campaign to
view.

s | S

Enter the that ies your

For an optimal experience,
please use the most recent
version of your browser: Internet
Explorer 9+, Firefox 15+,
Chrome 21+ or Safari 5+

Use the Black

Menu Bar to

DASHBOARD MY TEAM STORES AUDIT FORMS CAMPAIGNS

Change Password My Account Logout

raha A

DASHBOARD

Start creating your audit by setting up your team or creating a new audit form to use in your audit. Then you're
ready to add stores and finally create your campaign when you're ready to head out and perform your audit

NEWS & NOTES

Now that you've registered as a user, let's go ahead and create your team. Visit the My Team page to update
your team information and add team members.

LET'S CREATE YOUR TEAM

Welcome back, Betty Rubble!

Overall, 57 teams totaling 212 members have started 113 campaigns and performed 8936 audits.

PROGRESS

Store Audit Center

COMMON TASKS

My Team Audit Forms

« Add a new member
* Go to member | (Select One) #
« See all members
« Send a group email

« Create a new form
* Gotoform | (Select One) +
« See all forms

Change Password My Account Logout

aaAaAa

Campaigns

Stores
« Add a new campaign

« Add a new store « Goto campaign [ (Select One)
« Gotostore[ (Select One) + « See all campaigns
« Seeall stores

On the right side of each page on the Store Audit
Center, you’ll see links for changing your
password, viewing your account details, and
logging out. In addition, you’ll see a font size
control, which allows you to make the page text
larger or smaller by clicking the A icons.



i\ Step #1: Create A Team

The first step in using the Store Audit Center (before you can do anything else) is to set up
your team. Click on My Team in the black menu bar to get to the My Team page. Enter a
team name, city, and state into the Team Information section to set up your team.

MY TEAM

LET'S CREATE YOUR TEAM

Now that you've registered as a user, let's go ahead and create your team. Visit the My Team page to update your team information and add team members.

TEAM INFORMATION

Name: *
Kick Butts Bedrock

City: *
Bedrock

State:
- None -

Add members to your team by entering their information into the Add A Member section
and decide whether you want them to be Active or Inactive - if they’re Inactive, they won’t
get emails from the Store Audit Center. You can also use the Email My Team section to
contact your entire team at once.

TEAM MEMBERS

Name Email Phone Status # Audits Options
Bamey Rubble  barney@flintstones.com Active Edit | Delete
Betty Rubble betty@flintstones.com Active Edit | Delete
Fred Flinstone fred@flintstones.com Active Edit | Delete

ADD A MEMBER

Name: *
Pebbles Flintstone

Email: 1. Add yourself as a team member to start

pebbles@flintstones.com

2. Use email addresses that can easily be
accessed from a mobile device

Phone:

Status: *

* Active

Inactive

Send welcome email (if email provided)

-
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Step #2: Add Stores

Next, using the black menu bar, go to the Stores [ ADDASTORE
page to add the location of the stores you want [ Name:*
your team to audit. Stores can be added oneata § ,.....
time using the Add a Store section. Simply type Street: *
the name of the store and the complete address City: *
and save the store to the list. Or you can batch State/Province:
upload a list of stores. Postal code:

Country: * United States

To upload a list of stores: =3

1. Click the Batch upload stores link in the
Store List section

2. Click the Excel template link on the In order to upload, save
Import Stores page to download your spreadsheet as an
the template Excel 97-2004 file (.xIs)

3. In Excel: Paste your list of store names
and addresses into the template; make
sure that the pasted information matches the columns in the template and save it as
a .xls file

4. On the Import Stores page, click the Choose File or Browse button to locate your
spreadsheet

5. Click the Import Stores button

IMPORT STORES 2 sohaA

Please begin by downloading the following Excel template. Once downloaded, please open it and enter your store information where indicated, and then save it somewhere on
your machine.

After the template has been filled out, please upload it here.: 4
Browse... | stores.xls

5

After entering or uploading
your stores, they will show up
on a Google map. The

o LM [ Saeiie [ tybrid |
%

complete list of stores can Q%?

be downloaded as a I psis

spreadsheet by clicking on §. a s :

the Export stores to Excel § e 13 e e M
link at the bottom left corner W' i “mins come e o 0 g R e o

of the Store List section. iiéfﬁimﬁf fgﬁmﬁﬁ' (C:::Z:: e Z:g ZZ:ZZiZZZIZﬁZZ ::::EZ::

Short Stop 300W Main St Carrboro 27510 See map: Google Maps Edit | Delete
TJ's Beverage and Tobacco 306 E Main St _£==rhoro 27510 See map: Google Maps Edit | Delete

Export stores to Excel | Batch upload stores 1
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i\ Step #3: Build An Audit Form

Once you’ve added stores, go to the Audit Forms page in the black menu bar where you’ll
create your own store audit form. Each audit form is made up of premade modules that are
groups of questions tailored by Counter Tools for specific clients or topic areas.

Adding a new form:

1. Under Add a Form, give the form ADD A FORM

a name Title: *

2. Select a module from the drop- Kick Bus Bedrock
down menu Modules:

3. Click Add Another ltem to add R e .
another module (Be sure to DELETE

include the required Base Module
at the end of your form)

4. Click Save when you are finished 3
Ex ¢

You can reorder the modules by clicking
the cross icon next to a module and
dragging it to a different location.

Module: * Exterior Advertising

DELETE

Once you’ve created your audit Export an Excel

form, it will appear in the My Forms spreadsheet of
section of the Audit Forms page. Edit, Delete or all the data
From there you can: Preview the form on collected using

your browser that audit form

|
Name Modules # Campaigns Using # Audits Options
Kick Butts Bedrock 1 1 Edit | Delete | Preview | Print (PDF) | Export | Report
A

Spreadsheets and reports
generated from the Audit Forms Get a PDF Get a

page will display aggregated V(:;Srlrznu(s):nthe graphical
data collected by every Store Print g Report of
Audit Center user who utilized the data

that audit form in a campaign
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Step #4: Set Up a Campaign f

The fourth step in coordinating store audits is creating a Campaign. Go to the Campaigns
page using the black menu bar. Here you will create a campaign, which brings together
team members, stores, and an audit form into a focused data collection effort. Campaigns
are often organized around a particular geographic area (e.g., county or city) or data

collection period.

Creating a Campaign:

7

Mo~

Select a name for your campaign under the Add a Campaign section
Enter a start date if you have one
Choose the audit form you want to use for the campaign

Choose whether or not team members may add stores or see all stores on map

a. Team Members may add stores lets you decide whether team
members can add and audit new stores while in the field

b. Team Members see all stores on map controls whether team
members can see only the stores they’ve been assigned to audit, or all

the stores in the campaign

Enter instructions for your team members if desired — these will show up at the

top of the form every time a team member performs an audit.
Click Save when you are finished

ADD A CAMPAIGN

Name: *
Cobblestone County

If you have multiple campaigns,
2 be strategic about your
Audit Form: * campaign naming convention; It
Kick Butts Bedrock + . . .
will make it easier to manage

Start Date:

Auditors may add stores: *

] them later
4a
Auditors see all stores on map: *

*) Yes 4b

No

Instructions:

Hello, my name is . I am working on a project with the youth in our community where we are
measuring the kinds of products that are sold in our stores. Would you mind if I looked around? It will only
take a few minutes. I will not get in the way of your customers.

Appears at the top of the audit form.

K3 6
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Assigning Stores to Team Members:

MY CAMPAIGNS

Name St ‘e Audit Form # Stores # Audits Options
Cobblestone County 1 Kick Butts Bedrock 3 Edit | Delete | Print Form (PDF) | Invite | Do Audit | View Audits | Export | Report

1. Click on the name of the campaign in the My Campaigns section; this will take you
to the Store Assignments page
2. Go to the Create New Store Assignments section
3. Add one or more stores from the Stores sub-section
a. You can click on the Add button to the right, or the Add All button
4. Add one or more team members in the Team Members sub-section
a. You can click on the Add button to the right, or the Add All button
5. The stores and team members you've added will move down into a You have
selected area; Verify your selections before creating the assignments
6. Click Make Assignments to add selections to Current Store Assignments

If you have a large [ cRATE NEW STORE ASSIGNMENTS
num ber Of StoreS and / or This will allow you to assign one or more team members to one or more stores for this campaig 2 it will create individual assignments that you can go back and

remove or edit individually as needed.

team mem berS, yOU can Stores You can fiiter what stores appear by entering keywords in {pghaxgs below each column title. Click column titles to sort

narrow the list using the [ *= —— O e m,,..‘
Carrboro Mini Mart 502 W Maint St Raghore ad

filter fields at the top of sser O o o
each column. If you e 308 € Vain St (aca
enter text there, only You have selecte:

those stores matching - - Comna)
the text you entered will —— oo —

be displayed in the list.
You can C Iear fl IterS by Team Members vou can fitter what members appea 5 keywords in the boxes below each column titie. Click column titles to sort

Name Email Status Options

deleting the text from
the field or clicking the [ fwrwo s e G 04
Clear Filter button. The
list can also be sorted You have solected:
Name Email Options

H H Remove All
by CIICkIng On any Of Barney Rubble bamey@flintstones.com | Remove |
the column names. Betly Rubble betty@flintstones.com (Remove )

6
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CURRENT STORE ASSIGNMENTS

Below are the current store assignments for this campaign, sorted by team member. To sort by another column, click on its title. To delete assignments, check as many as
you like (or all, using the checkbox at the top), and click Delete Selected.

Assigned To Store Street City State Options

Barney Rubble Cliffs Meat Market 100 WMain St Carrboro  NC Edit | Delete
Barney Rubble Carrboro Food Mart 207 WMain St Carrboro  NC Edit | Delete
Betty Rubble Carrboro Food Mart 207 WMain St Carrboro  NC Edit | Delete
Betty Rubble Cliff's Meat Market 100 WMain St Carrboro NC Edit | Delete

=l DTS 2 AnnRr R I_io A o A LN S

DELETE SELECTED

The Current Store Assignments section displays the current assignments for the
campaign. You can sort the assignments by clicking on any of the column headings. To
delete an assignment(s), check the box to the left of it and then click the Delete Selected
button.

After your assignments have been made, return to the Campaign page. In the My
Campaigns section, for each campaign you will be able to:

Export an Excel
spreadsheet of all
the data collected in
the campaign

Edit or Delete

the campaign
4 \ 4 A

— P10/ 52

MY CAMPAIGNS

Name Start Date  Audit Form # Stores # Audits Options
Cobblestone County Kick Butts Bedrock 3 Edit | Delete | Print Form (PDF) | Invite | Do Audit | View Audits | Export | Report

Get a PDF version

of the audit form to View, edit or Geta
Print delete graphical
individual Report of
audits the data

How to Invite team members to
collect data and Do Audits will be
covered in the next section
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i\ﬂ R Step #5: Collect Data

There are two ways to collect data using the Store Audit Center: on a mobile device in the
field or on a paper audit form to be entered into the system at a later time. In order for a
team member to begin collecting data, they must first be invited.

SEND AN INVITATION

To send an invitation, please choose one or all members and enter a subject and message in the space provided.

You are welcome to use the following tokens in the subject and/or body which will be replaced by actual values: %MEMBER_NAME%, %CAMPAIGN_NAME%,
%FORM_URL%, %PDF_URL%, %START_DATE%, %INSTRUCTIONS%, %STORE_LIST%, %COORDINATOR%, %COORDINATOR_EMAIL%

Team Member: *
(All Campaign Members) + 3

Subject: *
Ready to audit?

Message: *
Hello ¥MEMBER NAME%-

We're getting ready to kick off our audit campaign "$CAMPAIGN NAME$" on $START DATE%. You will be collecting
data on tobacco advertising and promotion in stores. Currently, your assignments include:

$STORE_LIST%

E3ETT s

To invite your team members to start an audit:

1. Go to the Campaigns page in the black menu bar

2. Click the Invite link in the My Campaigns section

3. On the Send an Invitation page, using the Team Member drop-down menu,
choose if you want to send invitation emails to all team members who have stores
assigned to them or choose one team member to send an invitation to

4. If you wish, customize the subject and/or text of the email in the Message section;
the message is already set to automatically fill in the names and campaign details

5. Click Send Invitation when you’re done

w. Verizon =

Perform the The team member(s) will receive an
audit directly in s apmean vt L, | €Mail with a list of stores with
the web-based gt givapeghbpieid iy clickable links that will open in the

system ;fI.‘;\':']JI'.'.i'ffl??'.‘lﬁl'f,fif?l.‘.'..'f'f..ymyﬂ... mobile device’s maps application.

s emnes | Additionally, the email will contain

i st couneronaccn sz | CUStomized links that allow them to

) ) fou‘}:'wmd?"lm'km access the Store Audit Center to

P;n:hae ngit\/:: I::),n T‘h"“:””*”‘) perform their audits, or get a
collect the data on Betty Rubble printable audit form.

paper and enter the M—
data later

S8 | 10



Mobile Data Collection

—

Click on the link in the email to perform audits online

2. View a map with the stores to be audited and click on the individual map pins or
a. Click View List link above the map to display the stores to be audited as a
list, which can be helpful on mobile devices
3. Below the address of each store that’'s been assigned to a team member—and
hasn’t yet been audited—is a link with a team member’s name; Click this link and

start the audit for that store

4. Click Save and Next to move onto the next module
5. Click Save and Done when you have reached the end of the audit form

COBBLESTONE COUNTY 2

View Map View List
Please choose a store by clicking on the marker on the map:

Qf"
&
.\Q

Cliff's Meat Market
100 W Main St
Carrboro, NC 27510

Do Audit

5 m
3
2
Fidelity St ‘Z}

[’ QW Weaver St

Cemetery
CARRBORO

gert St

COBBLESTONE COUNTY

Cliff's Meat Market
100 W Main St
Carrboro, NC

Base Module Exterior Advertising Back to map

EXTERIOR ADVERTISING

View Results

Are there any exterior tobacco ads? [If No, skip to end of module]: *

— Exterior advertising - parking lot/property
Indicate the number of ads in the parking lot/property that are:

Menthol:
Enter "0" if none

Non-menthol:
Enter "0" if none

Menthol OTP:
Enter "0" if none

| QBT

COBBLESTONE COUNTY

View Map View List 2a

Please choose a store:

Carrboro Mini Mart
502 W Maint St
Carrboro, NC 27510

Enter audit as Barney Rubble

Cliff's Meat Market
100 W Main St
Carrboro, NC 27510

Enter audit as Betty Rubble 3

TJ's Beverage and Tobacco
306 E Main St
Carrboro, NC 27510

Enter audit as Fred Flinstone

Each module in the
audit form will be listed
at the top; the Save
button will be at the
bottom of each module



If you selected the Team Members may add ADD AND AUDIT A STORE
stores option when you set up the campaign
(p. 7), the team member will see the Add and

Name: *

Audit a Store section at the bottom of the [ [Address
page. This allows the team member to input Street: *
the information for a new store and select City: *
himself or herself as the auditor in the Acting State/Province:
as Team Member drop-down menu. By Postal code:

entering the store information and clicking Country: * United States
Save and Audit, the team member will be
taken straight to the audit form for the new [l e e

store, and it will be added to the list of stores m
in your account.

After entering data for the store, the team member will be taken back to the audit selection
page where they can choose or add a new store to audit if desired. After completing the
audit, the link to enter the audit as that team member will disappear from the list and be
replaced by the date and time it was audited.

Paper Data Collection

To collect data using paper forms, team members can click on the email link to print the
form. This will generate a PDF file of the campaign’s audit form with the campaign name,
start date and instructions, as well as blanks for entering the team member’s name, the date
and time of collection, and the name of the store being audited. The data from stores can be
collected on paper using this form and then entered by the team member on a computer
using the directions from the mobile data collection section above. Alternatively, the
Coordinator can go to My Campaigns, print the forms and follow the steps below when
entering the data:

1. Go to the Campaigns page in the black menu bar
2. Click on the Do Audit link to the right of the name of your campaign
3. Enter an audit by clicking the link with the assigned team member’s name
a. Use either the map or the list view
4. Enter data from the paper audit form for that particular store in the web-based form
5. After completing the audit, the link to enter the audit as that team member will then
disappear from the list and be replaced by the date and time it was audited.

If the paper data you’re entering is from a store that isn’t already in your campaign, click the
Do Audit link as above and enter the store name and address into the Add and Audit a
Store section at the bottom of the page. Choose the team member who completed the
audit from the Acting as Team Member drop-down menu, and click the Save and Audit
button to enter the audit.

e |



Photo by Kathryn Stein

Uploading Photos

If your audit form module contains fields for uploading
photos, the interface for uploading will depend on the
device you’re using.

If you’re using an iOS device, like an iPhone or iPad:

1. Tap the Choose File button
2. Choose either to take a new photo or choose
one from your photo library

If you’re on a PC or Mac:

1. Click the Choose File button to browse for the
image file you want to upload

2. Once you've selected the photo, its name or a
picture of it will appear next to the Choose File
button

3. When you complete the audit form and save the
data, the photo will be uploaded and become
part of the data for that specific audit

Managing Your Team’s Data Collection

Editing a completed audit:

1.

Go to the Campaigns page using the black menu bar

2. Click the View Audits link to the right of the campaign containing the audit
3. On the Completed Audits page, click the Edit link to the right of the audit you
want to edit
4. Edit any data
5. Click Save and Next to move through the modules
6. Click Save and Done when you get to the end; When you’ve submitted the
changes, you’ll see a confirmation message on the Completed Audits page
Deleting a completed audit: COMPLETED AUDITS
1. Go to the Campaigns page Following are the audits for this campaign: 3
2. Click the View Audits link to the right Postdate Store Name View Options
of the campaign containing the audit e Hmswnesitseiig:'o::\inis]ng s e
3. On the Completed Audits page, click
the Delete link to the right of the audit you want to delete
4. You'll get a message asking you to confirm that you want to delete the audit;
Click Delete, and you’ll see a confirmation message on the Completed Audits
page
13 | Q@ COUNTER
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i\ Step #6: Get A Report

To get a report on a campaign:

MY CAMPAIGNS

Name Start Date Audit Form # Stores # Audits Options
Cobblestone County Kick Butts Bedrock 3 Edit | Delete | Print Form (PDF) | Invite | Do Audit | View Audifg | Export | Report

To get a graphical data report for one of your campaigns, go to the Campaigns
page using the black menu bar and click the Report link farthest to the right of the
campaign. This will give you a web-based version of the report that's great for
viewing on screen and will allow you to save chart images for presentations or other
uses (right-clicking on the chart and save image). There will be a Generate PDF link
at the top of the report that will give you a PDF version that's great for printing or
sharing.

To download an Excel spreadsheet showing all audit data for a particular campaign,
click the Export link to the right of the campaign.

To get a report on an audit form:

MY FORMS

Name Modules # Campaigns Using # Audits Options
Kick Butts Bedrock 1 1 Edit | Delete | Preview | Print (PD) | Export | Report

To get a graphical report for a particular audit form—which will display data for all
audits completed by Store Audit Center users using that audit form—go to the
Audit Forms page in the black menu bar and click the Report link farthest to the
right of the audit form. Similar to a campaign report, this will give you a web-based
version of the report that's great for viewing on screen and will allow you to save
chart images for presentations or other uses. There will be a Generate PDF link at
the top of the report that will give you a PDF version that's great for printing or
sharing.

To download an Excel spreadsheet for an audit form, click the Export link to the
right of the audit form.
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